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SURVEY ¥ vE

I. PURPOSE:

To stuly the effic of systeus, wocm anll
sctivities of the WH and to reviev the persommel
requirements.

SCOFE AND BACKGROUND:

At the request of the Chief of the WE Support Staff s
vas begun April 1. The survey wvas confimed ehiefly to the '
rersonnel end operstions. Howewer, ia trmeing the prosedures
was pacessary to contast the secretary to the Division Chief
and one Bramch secretary. A comperative stwly of
vas wade to establish commen activities.

III. YINDINGS:

5. The setivities carried on by the WH[_____ lare
an owtgrouth of variocus requirements placed on
thew by the cowpomente they serve, sowe require-
uents appesr €O be a carry over from the Cuban
erises period.

le attempt to render a service
llence' to the “front office”.

Certain files kept by the| duplicate
themsslves and/or overlsp SIWIIAF omes at the
Bransh or other iffice dewels.

|;|n retaining chrono copies of cadles
a ispatches far beyond the six-momth limit
established for these files in the IDP area.

Operations performed by m|:| sppear to
be confiuoted without benefit of approved policy
or plans giving rise to comsideradle flexidility.

Extensive overtiwe is being utiliszed %0 perforw
mlmtohym‘tim. ' :

Uneconowicsl use of filing squipeest.

Personmel sssigiments and requirements should be
resligned for better utilisation of skills.
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‘SECRET |

CONCLIBION:

By stresslining prosedures, resligning aum dis-
continuing the maintenance of duplicate files, anf eliminmeting
unoecessary Setailed operatioms, the efficiency
cperations eould bde iwproved and overtime i{n the re-
duced by approximstely 85%.

Report of ownrttn for U}
Reccomendetions.
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